
Family Separation Allowance  

  
Introduction This guide provides the procedures on how to start Family Separation 

Allowance (FSA) for a member. 

  
Continuation of 

FSA 
Continuation FSA is payable to a member who performs the same type of 

FSA duty within 30 days. See the CG Pay Manual, Chapter 3.H.3.b. for 

specific examples for when a member is entitled. 

 

Note: If the member’s FSA was stopped, but then the member became 

eligible for Continuation FSA, use the Pay Corrections guide to remove 

the end date. 

  
Procedure See below. 

 

Step Action 

1 Click on the Requests tab. 

 
 

  

 Continued on next page 

  

http://www.uscg.mil/directives/cim/7000-7999/CIM_7220_29B.pdf
https://www.uscg.mil/ppc/guides/gp/spo/earnings/Pay%20Corrections%20Action%20Request.pdf


Family Separation Allowance, Continued 

  
Procedure, 

continued 
 

 

Step Action 

2 Click on the Family Separation Allowance link. 

 
 

3 Enter the member’s Empl ID and then click Add. 

 
 

  

 Continued on next page 

  



Family Separation Allowance, Continued 

  
Procedure, 

continued 
 

 

Step Action 

4 The Family Separation Allowance page will display. Read the bullets at the top 

before proceeding.  

 
 

5 Select the appropriate FSA Type from the drop-down. 

 
 

6 Enter the Begin Date. 

 
 

  

 Continued on next page 

  



Family Separation Allowance, Continued 

  
Procedure, 

continued 
 

 

Step Action 

7 Enter the End Date if known. If the End Date is left blank, follow the steps in 

the Pay Corrections guide to stop the earning at a later date.  

 
 

8 The FSA worksheet can be added to this transaction by clicking on the Add 

Attachment link. 

 
 

Then select the Browse button to search for the document. Then click Upload. 

 
 

9 Enter any comments for the Authorizing Official, then click Submit. 

 
 

10 Once submitted, this will appear to show the transaction is pending and has been 

routed to the SPO tree. 

 
 

  

  

http://www.uscg.mil/ppc/gp/Earnings/Pay_Corrections.htm

